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The File Library can be used to store any document that the business wishes.

The File Library can be used as an employee/personnel file, or it can also be used
as a communication tool for staff.

Open the File Library tab, at the top of the page, select the
Add button. You can now add a document title and
description before uploading the file.
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Document Title
Document Description
Document File
No file chosen

Document Image

Choose file | No file chosen

Featured Document?

You will need to assign the document
to a user, click on the Assign to
Specific User icon and select your
staff member or select multi users,
then click confirm.

Or

You may wish to assign a document to
all employees (for example an
Employee Handbook). If you do not
assign the document to a specific
staff member the document will be
placed in all staff’s file library area
automatically.

File Library

You can make a document a “Feature Document” by clicking the
feature document icon. This means that the document will always

feature at the top of the file library area.

Create Document

Document Title
Test 1
Document Description

Test 1

Document File
Choose file | Test Document.docx

Document Image
| Choose file | No file chosen

¢ptured Document?

Assign To Specific Users?

Users

Select User/s




Create Document

By clicking the top right button

Document Title

Tost 1 Create, this will create your

Secument beserston document and place it in the

Test 1 employees file library that you have
selected or to all users. The employee

o et Document docx will be able to access all documents

— that are uploaded and added to their

TChassa e No file chosen file library. They will only be able to
access their own file library area. This

Featured Document? information is completely

confidential.
Assign To Specific Users?

Users

To ensure confidentiality is
met, please ensure you assign
the correct staff member to the
correct document before
clicking Create.

Once a document is added to the staff members file library, they will receive a
notification that they have a new document to read.



